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SUBJECT 



liequast for PoBition R 0 clas»ificati<wi — DTPILLAil 



REFEKENCE i CSI 20-8 



1, It Is rsquostad that (a) the title and grade of slot #1 In 
the DTPILLAR table of ora^ieaticn be changed from Security Officer, 
OS-13 to Executive Officer, OS-lUj and that (b) the title and grade 
of slot #13 l>e changed frcmi Secretary (stano), QS-6 to Adnlnietrative 
Assistant, QS-7. 

2, DTKLLAR has been undergtdng reorganisation sinoe late in 
19^2* During this reorganisation, the duties of position #1, ubioh 
is occupied by a staff agent, have been enlarged to include those 
usually assigned to an exeoutive officer while the funotiaw of 
Security Of floor remain in the position. 

3, The request for change in position #13 is a result of the 
increased o<Mg>lwclty of the duties assignsd to the positloni it is 
held by a staff agent, 

U. Suffiolent funds are available in the project to cover the 
increased coats iriiich will be neceseitated by theae changes. Please 
note that no increase in the total mad>er of agents la envisaged. 

5. For your convenience, I am attaching poaitton descriptions 
for the two slots for which changes are requested as well as a copy 
of the approved DTPILUR table of organisation as it now stands. 



(signed) C. 

C 



J 



Chief 

International OrganiRations Division 



Attachments - 2 

(1) Position Descriptions 

(2) Current DTPILLAR T/O 
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JOB DiiSQRIPTlON t i^eeutlve Officer, Projeot OTFILLAK 



1* Serves as Executive Officer to the President of OTPILljAH. 

As such, acta on behalf of the President In adsiinistering day-to-day 
qyerations of the project both in the San Fraiteieco officw and at 
the overseae etationa4 In his capacity as Security Officer has the 
final reeponaibility on all &att«rs of sao^arlty affecting the project, 
except eecurlty olaaraneee lacued at headquarters. 

2 , Senree ae main liaison channel beteeea San Francisco and 
Washington headquarters on all phaaes of jurojcct operations and 
administration. Maintains daily tel^hone and telegraph contact with 
Washington headquarters and makes occasional trips to Washington for 
purposes of evaluating all phases of project activity. 

3 . Makes periodic tours of inspection of DTPILLAIi overseas 
offices to determine effeotiveness cf programs, to relay detailed 
instructions from projeot headquarters and from Washing^) and 
evaluates cover, eeourity, and G£ protection of the various offices, 
recommendin ; changes or iaq>rove»enta ^ere neeesssry. 

k. Ciarries out other assigranente of a general executive nature 
assigned by the President of DTPIILAR. Is required in the «cecuticm 
of euoh aaaignnents to be entirely fa m i l ia r with all details of 
OTPILLAK relationship to CIA, of all relevant policies of DTPIi<LAR, 
and of field installations of the projeot and of the elroumstanees 
peculiar to each area idilch presont special problems of policy and 
operational technique* 
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JOB DaSGftlPTIQN i Adadnlatratlve Assistant * DlregtOT of Plarat (QS»7) 



The Adnd nistrative Aijaiatant will work under the supervision of 
the Director of the Plans Department and will be responsible for 
the following duties t 

I. Will assist the Director and such other laambers of the 
staff as may be assigned. In ^ he initial preparatlofi of pl«»s, 
bringing together pertinent data for the vuse of the Department 
in euoh preparation! will assist in the coordination of overall 
planning end in periodic review and evaluation of all plans. 

2 * Will assist in the initial preparation and presentation 
of btdgets and in other fiscal matters. 

3* Will eoiKluot liaison with other departments regarding 
reports, plans, projects and general correapondenos emanating from 
varloua depaz’tments and the development and coordination thereof. 

li* Will assist the Director in the initiation and coordination 
of outside contacts for general research and planniniT purposes. 

5* Will coordinate the uae of consultants throu^vhout the 
COBsdttee as well as initiating adndnistrative action in en^jloy- 
nent and reio^ursemont. 

6* hpon direction of the Director, will handle all arranr^'e- 
ments for staff and outside meotings, setting up agendas and ii^om.* 
Ing intereated departments and petals. 

7. Will be responsible for the proper distribution, forwarding 
or safekeeping, and notation of reference material, and fcsr super- 
vising the maintenance of departmental records and files. 
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DTPIUAR T/0 
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Of fict of the Preaid«>t t 

X PoBition #1 - Seourity Offieer (CS «»13)' 4» tL. ^ 

'^#2 - AdnlniBtrBtlvtt A*8i«tftnt (OS-9) 

'^#3 - Report* Officer (OS-9) 

- Seeretary (steno) (OS-7) 
x #5 - MeU & File Supervisor (OS-7) 

^^#6 - CoBiptroUcr (05-lS) 

X#7 - Ftseal Accountant (OS-13) 

^#8 - Plecal Aecoimtaat (OS-9) C<»5'll) 

X#9 - Secretary (eteno) - Hew York Office (OS- 7 ) 



OperatiowBt 

X Position ^^10 - Operations Officer (Wr* of Asian Ope.) (tiS-i5) 
/ #11 - Intelligence Aasietant (OS-7) 



Plana k PoUcar i 

% Position #12 - Operatlone Officer (PW) (Dir, of Public nelatlons) (GS-X5) 
X #13 * Secretary (eteno) (OS-6) 

✓'#lli - Intelligence Analyst (oS-9) 
vX#l5 - Opearatione Officer (GS-li*) 
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